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Vendor Quick Guide

The following document is a Vendor quick guide for use of the InclusionCLT system. This guide is essential and includes general
information, tips, and links to more in-depth information hyperlinked throughout this guide. This guide will provide information
relevant to YOU, the Vendor. Thank you for working together with the Charlotte Business Inclusion office to keep the city's
contracts compliant and assuring minority, women and small business enterprises thrive !

Howdo I access InclusionCLT?
InclusionCLT can be accessed through this link or the CBI Website Main page here.

Getting Started

First, you are going to need an InclusionCLT login. The image below is the main page of InclusionCLT and is where you will find
the option to log in, search for certified vendors, sign up for training, and find general information about the system. Each
section of the website is labeled with its main function:
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Search for — — !
MWSBE VENDOR CERTIFICATION UPCOMING EVENTS Upcoming
Ve ndor‘s Search and/or join our database of certified vendors View our upcoming events Events
Search for Applyfor/ Renew Certification ABOUT THE SYSTEM Learn more
C|ty OUTREACH Learn more about this system and how it works today a bOUt t he
Opportunltles Opportunities for vendor involvement SyStem
View Active Bid Opportunity Listings ACCOUNT ACCESS
View Outreach Opportunities Lookup Vendor accounts or reset user passwords Set u p yo ur
>lgn up for SYSTEM TRAINING St accountand
t raini ngs Learn how to fully utilize our system with a live trainer ForgotPassword reset
password

You will initially have to set up your account by selecting "account lookup" in theimage above and then search for your
business. The search engine will work best if you only type in the first couple of letters of your business name and click search
instead of typing in the full title. Searching the full name may not produce a search result.


https://charlotte.diversitycompliance.com/
https://charlotte.diversitycompliance.com/
https://charlottenc.gov/GS/procurement/cbi/Pages/default.aspx
https://charlottenc.gov/GS/procurement/cbi/Pages/default.aspx
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Search by Business Name or DBA Search by Tax Identification Number

Tip: Try & few letters of the firm's name. Tip: Must be 9 numbers; do not enter spaces or dashes.

Search by Contact Person

First Name Last Name

Tip: Use the first letter. Tip: Try the first few letrers.

Search by Contact Information
Email Fhone Number Fax Number

Tip: Try part of the email.
Search by Location
Address Cicy State/Province

s

Search Again

You will need to verify your information and set up a login using the account lookup feature to have access to your audits.
Clicking "log in" will not work until you complete this initial step. Please reach out to the CBI team or InclusionCLT support if
you have any issues logging in. The system may ask you information to verify your right to access your audits before sending
you a username and password. You will receive a user name and password within 24-48 hours.

Based on user's locationfaddress

Can multiple users in my business have a login?

Yes! Multiple users within your business can have a login. You can add users to an account once an initial account is set up. To
add another user, log in to the initial account and then click Settings >> Business Settings >> User List >> Add User >>. Fill out
the Contact Information, Address Information, and Account Preferences and Save Changes (more information on navigating
the left navigation bar on InclusionCLT is included below). Do not click backspace while filling out the new user information, or
it will start the process from the beginning.

Finding City Certified MWSBE Vendors

At this point, your accountis set up, and you have added all users that will be entering data into the system! The next step is
finding MWSBE vendors in the Certified Vendor Directory. You will need to use a CBI City Certified MWSBE vendor to receive
credit towards your MWSBE goal. A directory of all city certified MWSBE vendors are found on the main page of InclusionCLT
(see below). You will need to click "search certified directory" and then input your search criteria for the vendors you need.
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Supplier Diversity Management System

VENDOR CERTIFICATION UPCOMING EVENTS

Search and/or join our database of certified vendors View our upcoming events

Search Certified Directory

Apply far / Renew Certification

ABOUT THE SYSTEM

Learn more abourt this system and how it works today

OUTREACH

Opportunities for vendor involhrement Information for Vendors

View Active Bid Opportunity Listings

ACCOUNT ACCESS

Lookup Vendor accounts or reset user passwords

View Outreach Opportunities

Account Lookup
SYSTEM TRAINING

Learn how to fully utilize our system with a live trainer Forgnt Password

Training

You will be able to searchvendors by certification, name, commodity codes, or by contact/owner (see below). The search
engine works best when you enter the first couple of letters of the firm's name. Searching the full name may not yield a search
result even when they are available in the system. You can also search by commaodity codes to find specific types of vendors

(ex. Concrete) and select from a list of certified vendors matching your specific need.
Search by Certification Type

Certifications M Minority Business Enterprise (MBE)
& Small Business Enterprise (SBE)
Women Business Enterprise (WBE)
[l Airport Concessionaire Disadvantaged Business Enterprise (ACDBE)
[J Disadvantaged Business Enterprise (DBE)
[J Historically Underutilized Business (HUB)

Search by Business Name or DBA

Business Name/DBA . .
Tip: Try just a few letters of the firm's name.

Search by Business Description

Business Description
P Tip: Try just a few letters of a keyword.

Search by Commodity Code

Commodity Codes Click to Lookup Commodity Codes

Search by Contact Person

First name Last name
Contact Person/Owner
Tip: Use the first letter. Tip: Try just the first few letters.
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I have identified MWSBE firms | want to use from the InclusionCLT directory, now what?

You will need to complete a Letter of Intent (LOI) with the MWSBE vendor. Letters of Intent do not have to have a goal
commitment or expense commitment upfront, but they do have to list MWSBE's that you intend to use. This step actsasa
compliance plan and protects Vendors from not meeting goals at the end of the quarterand is essential for goal utilization
throughout the life of the contract. Lettersof Intent do not replace alegally binding contract with a vendor. You still need to
follow regular procedure within your business for establishing a business transaction with a subcontractor. Upload your
complete Letter of Intent to your contract on InclusionCLT by clicking on the Contract >> "Contract Main" Top Tab>> Attach
Documents (more information on navigating the tabs of your contractis included below).

Managing Subcontractors in InclusionCLT

Once you have identified and used the services of an MWSBE subcontractor, you will need to add them to your contractin
InclusionCLT. Below is an image of what the system looks like once you have loggedin. The left side is the navigation bar for all
actions you can take in the system. This bar will never change and is how you view the information in the system, searchin the
system, message your compliance officer, change settings on your account, and contact support for help. The top row includes
tabs for more actions inside of your current screen and change depending on the screen.

The first step to adding a subcontractor to your contractis finding your contractin the system. Use the left navigationbar to
search for your contracts by clicking Search >> Contracts >> and then enter your searchinformation. You can search by
contract number, contract title, containing text, Contractor, Prime (you), Subcontractors, Buyer/Project Manager, contract
status, commodity code, contract value, time frame, etc. The search engine will yield results with a couple of numbers or
lettersand may not pull results if you type the full name or number.


https://charlottenc.gov/GS/procurement/cbi/CBI%20Document%20Library/CBI_FORM_4_Letter_of_Intent_MSBE_Goal.pdf

Click “search”
then
“contracts”
then search
your contract
number or

you can
search your
business
name under
“contractor”

Test
System
B2GNew
« = E)

Home

View »

Search » ﬁ
v earch Parameters

Vendors

Certified Vendors
Contracts
Concessions
Cutreach

Users

Search Results »
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Search: Contracts

Help & Tools 7% (=

Users | Vend | c | Bid Solicitati l QOutreach |

Search your organization's contract database. Enter information into any of the boxes below and click Search. Some parameters are required.

I Search First 20 Matches ‘ I Search All Matches ‘ I Clear Form ‘

CONTRACT/REFERENCE NUMBER

2019000999

{Contract number, financial system reference, project number)

CONTRACT TITLE

Message » CONTAINING TEXT
{Contract description, summary, notes, comments)
Settings »
Help & Support » CONTRACTOR
®) Prime Subcontractor Either
Logoff
Show 21 Hid BUYER/PROJECT MANAGER
{Organization name, contact name)
Additional Search Parameters
CONTRACT STATUS Open ¥
COMMODITY CODE [<BEE.]+
CONTRACT VALUE RANGE From % o ¥ (enter values into either or both field(s))
Logged on as:
Martha Woodward
HOLDER-EDISON TIKAC COARAC =}

FOARD-LEEPER A 1V

4

These steps will allow a search for your contract and allow you to view your contract, make changes, add subcontractors, view
your audits, message your contract compliance officer, make comments, etc. The image below shows what happens when you
click on your contract. The left navigation bar will remain the same and show you your options for navigating around the
system. The tabs at the top have changed to show you the options available for your current screen. Searching around the
system and clicking on tabs and options is the best way to get familiar with where everything is. Do not be afraid to click
around and test the search functions or see what is in eachtab. Any changesor mistakes you make can easily be fixed and

updated!

The third tab at the top is your "subcontractor" tab (see below) and is where you canadd and edit subcontractors on your

contract:
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Test Contract Management Help & Tools 3¢

System
Contract Main | View Confract lSubcontractors | Compliance Audit List | Compliance Audit Summary | Messages | Comments | Reports |
B2GN@\W  cuyofcharione

2019000999: Charlotte Convention Center Phase I Renovations_CHM
) = é Primz: HOLDER-EDISON FOARD-LEEPER A IV

Status: Open
2/25/2010 - 8/26/2022
Current Waluz: $08,000,000

Home
View Refresh Page
Search » Contract Information
Vendors Contract Title Charlotte Convention Center Phase | Renovations_CM
Certified Vendors Contract Number 2019000999
Contracts System Transaction Mumber 04338518-0001
 ——— Start Date 3/25/2019
Outreach (Projected) End Date 8/26/2022
Users Contract Value $98,000,000.00
Search Results » Compliance Officer Maria Miles
Message »
. User Assignment
Settings » . . . -
Contract Type Subcontract Percent Compliance Contact Person Compliance Audit Required
el E i Prime - Martha Woodward ¥ @
Logoff
Show All Hide all
9 ‘ View Subcontractors ‘ ‘ Compliance Audit List ‘
Contract Status & Actions
Status Actions Previous Transacfions
Contract Open View Contract
ContractChange Orders Mone
Contract Extensions/Shortenings None

You will be able to edit your subcontractors by clicking on "view subcontractors" from this screen and then clicking "add first-
tier subcontractors" on the next page (see below):

-
' Contract Main | View Confract | Subcontractors ‘ Compliance Audit List | Compliance Audil Summary | Messages | Comments | Reports |

B2GN@\V ity of charlotse

2019000999: Charlotte Convention Center Phase I Renovations_CM
& =3 g Primez: HOLDER-EDISON FOARD-LEEPER A JV

Status: Open
3/25/2019 - 8/26/2022
Current Valuz: $98,000,000

Home
View » All subcontractors assigned to this contract are listed below.
Refrezh Page
Search » 3 NOTE:
Subcontractor List b
Vendors : — Your Subcontractor
= Current Inc.in Compliance Final -
Certified Vendors Sl A N | Audit  pmnt  Actions . “Fi Ti
Contracts [1] RI LEEPER CONSTRUCTION LLC ® |wo0000 s @ [7) Mo Add Tier 2 Sub Isa “First Tier
Concessions e = Subcontractor.” If
Outreach TRS & I Group, Inc. ® |sts0000 sb | @ [ No | Add Tier 2 Sub
Users [1 ° " 00w M“B')E 9 Substitute your Subcontractor
Remove
Search Results —_—
reh Results m TVS NORTHCAROLINA PC [Removal request zpproved on 7/27/2013] No | 34.270% Sub | (@) No No uses a Subcontractor
Message » 100% 'zgE/MaE ;
then their
Settings » F Sub
‘ Add First Tier Subcontractor ‘ ubcontractor
Help & Support » b ug d
ecomesa econ
oot
o s Subcontractor Addition Requests Tier Subcontractor”
- - Requested - -
Vendor Name Submitted By Certified I::"r:je:::‘ IE:';I" Cnn;::?tnce Re;):::ted Status  Actions an d SO On.
RJ LEEPER CONSTRUCTION LLC Serina Kopczynski @ £800,000 @ @) 7/29/2019  Approved View
SBE/MBE
TRS & I Group, Inc. Serina Kopezynski @ $150,000 @ @) 6/27/2019  Approved View
MEE
RJ LEEPER CONSTRUCTION LLC Serinz Kopezynski @ 50 @ @) 6/27/2013 = Denied = View
MEE
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These steps will bring up the option to search Vendors in the Certified Vendor database to add toyour contract. (see below)

L—
TIP: BZGNUW * required entry
The “Get Vendor’ o5 5 Vendor Information
4
. Vendor * Get Vendor from vendor database
search will work
Home Vendor Compliance Confact * Nane selected ¥
best whenyou View »
. Vendor Address *
enteronly the first Search » None selected ¥
couple of Vendors
Certified Vendors Applicable Vendor Certifications
letters/numbers . o—
Contracts Assign a vendor and click to refresh certification list.
of the subs Concessions
name/information S”M“ Subcontract Information
ISEMS
Search Results » Subcontractor Tier * [Tier 1] Subcontractor fo HOLDER-EDISON FOARD-LEEPER A JV [Prime Contractor]
. o Current Prime Contract Amount $98,000,000.00
essage Subcontract Percent/Amount * By Amount: 5
Settings »
You must I By Percent: %
Help & Support » )
] Enter the full amount/percant of the subcontract or the percent relative to the total contract valus
Completely fl I I LDgOff (598,000,000). Do not deduct amount/percent of subcontracts awarded by this subcontractor.
out the ol el Include in Compliance Audits? * Yes - subcontractor is active and should be included in the periodic compliance audits of the contract
Show Al Hide &
”Su bcontract Mo - subcontractor is inactive.
. T *
Information” R e YYes - Payments to this subconfractor count towards the . None selected ¥ Goal
and then save No
your chan ges to LrEuOiEET # Subcontractor/Subconsultant
add the vendor Supplier - Manufacturer
as a Supplier - Regular Dealer
su bCO ntractor to Supplier - Packager, Broker, Distrib., Wholesaler, Manuf. Rep
Joint Venture
your contract
Logged on 25 Fees & Commission Broker
:;'I'_tt'l'gR"_”E"[‘)‘["s“{‘;:d Trucking & Hauling .

FOARD-LEEPER A JV 3

You have now added the subcontractor to your contract and can start entering payments.

What if I need to replace a subcontractor?

You will need to request a replacement subcontractor in the system for your contract managertoreview. Replacing
subcontractors will require documentation on why you are requesting a replacement that your contract manager will review
and process. Valid reasons include subcontractor went out of business, unavailable for a project, etc. You canreplace an
MWSBE subcontractor with the same type of MWSBE subcontractor if your request is approved. For example, only an MBE
(Minority Business Enterprise) can replace an MBE. The CBI Policy Part D Section 5: Terminating or Replacing an SBE or MWBE
(pg. 37) details how to replace firms and is included here for reference. Please reach out to your contract manager or the CBI
Team if you have any questions about this process.

Managing an Incomplete Audit

The system creates an incomplete audit when you have not confirmed or entered payments into the system. Payments that
are not confirmed will lock after 60 days and will require contract manager intervention to be unlocked. Payments not
confirmed within 90 days will trigger aninvestigation in the system for a contract compliance officer with the CBI Teamto
intervene and assist. Incomplete audits are sent to your email automatically from the system and will continue to alert you
until you log in and enter your payment information. The emails will look like the image below and is your warning from the
system totake immediate action:


https://cityprojects/kbus/ss/pm/Shared%20Documents/CBI%20Staff%20Updates%20for%20Leadership/Training%20Documents/Contract%20Compliance%20Training%20Documents/CBI%20Policy.pdf
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City of Charlotte [IbITimePeriod] Prime Contractor Contract Compliance Monitoring Report

Contract: [IblContractTitle]

Prime Contractor: [IbIPrimeContractor]
Contract Number: [IblContractNumber]

Audit Time Period: [IbITimePeriod)

Contract Compliance Officer: [IbIDiversityUser]

Dear [IblContactName],

The Charlotte Business INClusion Department monitors participation on all City of Charlotte contracts with goals. To assist our office in the monitoring process, please login to your
account in the Supplier Diversity Management System and provide the requested subcontractor payment information for [IbITimePeriod).

If you have received this notice, then you are currently listed as a PRIME contractor on an active City of Charlotte contract. You are required to respond to this notice with the payment

TIP:
these links will quickly

information requested.

To view the audit notice and respond, visit: [IblLink397]
To view all audit notices, visit: [IbILink753] .

take you to your audit
PLEASE REFER TO THE BOTTOM OF THIS NOTICE FOR ADDITIONAL HELP

Howdo I enter a payment into InclusionCLT?

There are several different ways to view your incomplete audits and enter payment information. The easiest way is to click the
link at the bottom of your incomplete audit email from the system. You can also search for your contract and choose the
"compliance audit list" tab at the top of your contract screen to view incomplete audits for that contract (see below):

>
Test Contract Management Help & Tools 3
System
Contract Main | View Contract | Subcontractors Comp]ianceAudit Summary | Messages | Comments | Reports |

BZG N City of Charlotte Status: Open
2019000999: Charlotte Convention Center Phase I Renovations_CM 3/25/2019 - 8/26 /2022
& =5 5 Prima: HOLDER-EDISON FOARD-LEEPER A IV Current Walu=: $98,000,000
Home
View »

fefresh Page

Search » Contract Information

Vendors Contract Title Charlotte Convention Center Phase | Renovations_CM
Certified Vendors Contract Number 2012000999
Contracts System Transaction Mumber 04338518-0001
Concessions Start Date 3/25/2019
Outreach (Projected) End Date 8/26/2022
Users Contract Value $92,000,000.00
Search Results » Compliance Officer Maria Miles
Message »
. User Assignment
Settings » . - . -
Contract Type Subcontract Percent Compliance Contact Person Compliance Audit Required
Help & Su rt > ) _
P Ppo Prime - Martha Woodward ¥ @
Logoff
Show all Hide Al . - —
| View Subcontractors | | Compliance Audit List |
Contract Status & Actions
T Status Actions Previous Transactions
Contract Open View Conftract
ContractChange Orders None
Contract Extensions/Shortenings None
Customer Support Heme | Print This Page | Print To POF | Translate
Copyright @ 2019 B2Gnow. All rights reserved.
Logged on as:
Martha Woodward

HOLDER-EDISON -
FOARD-LEEPER A JV
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The "Contract Audit List" tab will open a list of all audits you have for your contract and their status. Click "view audit" on any
incomplete audits to begin entering payment information.

"
188t Contract Management: Compliance Audit List Help & Tools ¢
System
ContraclMain| View Confract | Subcontractors ‘ Compliance Audit List | Compliance Audit Summary ‘ Messages | Comments | Reports |
BZG N“W City of Charlotte Status: Open
2019000999: Charlotte Convention Center Phase I Renovations_CM 3/25/2019 - 8/26/2022
& = g Prime: HOLDER-EDISON FOARD-LEEPER A IV Current Valuz: $08,000,000
Home
View »
— Compliance Audit List
o Audit Period Status Paid to Prime Audit Reference Date Posted Actions
‘endors
X . o B
Certified Vendors Qctober 2019 Completed Pending 11172019 V!em Aud!t . "
Contracts September 2019 Completed 534281318 1012019 View Audit Click “view
Concessions = 222008 V=N audit” to
July 2019 Incomplete Pending 111472019 View Audit
Qutresch - N ————_elm—— S see what
Users
Search Results » payments
Message » Customer Support Home | Brint This Page | Print To P0F | Translste are mISSIng
: Copyright © 2019 B2Gnow. All rights reserved.
Settings »
Help & Support »
Logoff

"Viewing the audit" will pull up a list of compliance audit actions you need to complete. The Prime Contractor in the example
below has two subcontractor payments they need to report to complete their audit. The "Report 2 subcontractor payments"
link will open a screen to view all incomplete subcontractor payments for the selected audit period.

"
188t Compliance Audit: Audit Notice for July 2019 Help & Tools ¢
System
Confract Main | View Contract | Subcontractors | Compliance Audit List | Compliance Audit Summary | Messages | Comments | Reporis |
BZG NGW City of Charlotte Status: Open
2019000999: Charlotte Convention Center Phase I Renovations_CM 3/25/2019 - 8/26/2022
& 5 Prims: HOLDER-EDISON FOARD-LEEPER A JV Current Valus: 98,000,000
H This is an audit notice for the contract listed below. Submit a response for each item listed below by clicking each link in the Audit Actions table. It is
LT possible that some actions are not available at a specific time due to pending reports from other contractors.
View »
Compliance Audit Information TIP:
Search » Compli Audit Period July 2019 .
e Al nal vy Instructions
= Date & Time Posted Local: 11/14/2019 4:00:01 PM EST
Certified Vendors System: 11/14/2019 3:00:01 PM CST and
Contracts important
Concessions Submit a response for each item listed below by clicking each link_ It is possible that some actions are not available at a specific time. As the prime . .
Outreach contractor your responsibility is to report payments made to subcontractors. links in the
Users system are
Search Results » Compliance Audit Actions in
Message » Category Action Required & Response Due Date
) Prime Contractor Report 2 subcontractor payments due by 1214/2019
Settings » audit lock on 2/12/2020
Help & Support »
o Compliance Officer Information Buyer/Project Manager Information
Dsgh J e Contact Person Maria Miles Contact Person Contract Administrator
s e Organization City of Charlotte Department General Services
User Mumber 30000390-0017 User Number 10004650-0001

Click "submit response" on the list of subcontractors on the next page, and the link will open a screen to enter your payments.



B2GNoW
€« 3 @ 3
Home

View »

Search »

Vendors

Certified Vendors
Contracts
Concessions
Qutreach

Lsers

Search Results »

Message »
Settings »

Help & Support »
Logoff

Show All Hide Al
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taudl 1 ypes
For Credit to MBE Goal (1 sub) $0.00 0.000% $21,220.80 1.897%
For Credit to SBE Goal £6,860,000.00 7.000% $0.00 0.000%
For Credit to SBEfMBE Goal (1 sub) £6,860,000.00 7.000% $64,530.00 3.919%
T
Contract Progress I
For Credit Progress I

Awviard values may not match due to differences between overall contract goal and subcontractor assignments.

| Mark 2 Remaining Subcontractors as Zero ‘ ‘ Mark Audit as Final ‘

| Submit ALL Incomplete Records ‘ | Report Error ‘

1.897% above goal
7.000% below goal
3.081% below goal

TIP:
You can also view
your contract

MWSBE goal
progress on this

page!

Subcontractor Payments for July 2019

. Paid -
Subcontractor T T Inc. in Actions Amount in Confirmed  Total To Contract  Actual
Goal by Sub July 2019 Goal Percent
July 2019
RJ LEEPER CONSTRUCTION LLC u\Q Sub 1@ Submit Mot 20.00 0.816% | 0.000%
Ron 1. Leeper 100% | cpg/mpe [ Response Reported
ronl@rjlesperco.com
P 704-334-3223, F 704-348-1838
TRS & I Group, Inc. @ Sub (] Submit Not £0.00 0.133% 0.000%
Sandy Grant 100% | e Response  Reported
sgrantitrsigorup.com
P 704-807-2627
TVS NORTHCAROLINA PC [Remaova HNo Sub @ Mot included in audit 20.00 34.270%  0.000%
request approved on 7/27/2019] 100% \epE/MBE
KAREN ROY
KROY@TVEDESIGN.COM
P 404-346-6332

Click subcontractor name to view payment history for this contract, Click contact person's name to send them a message.

Return to Audit Notice

You must accurately enter your subcontractor payment information in the "audit information" box to complete the audit (see
below). The information the system requests includes the amount paid for the audit period to the subcontractor, the payment
date, whether you paid the subcontractor promptly, optional payment details (including invoice numbers, check numbers,
etc.), ability to add optional supporting documents, and any comments you would like to leave to your Compliance officer
about the payment. Click "review" at the bottom of the screen (not shown) to review the information you have entered and
then confirm the audit to complete it. You must continue this process until all audits for your business are complete. Each
subcontractor in your audit will automatically receive an email from the system to confirm the payment amount you entered.
They can choose to confirm the payment you entered or report a discrepancy in the system. You must provide as much
information as possible so the subcontractor can confirm the information and prevent an unnecessary reporting of
discrepancies. Please note that the system recognizes totalsand is asking for the total for that audit period. The system does
NOT give the option to enter individual invoices. You will need toattachall documentation for the period and enter the total
amount paid in the “amount paid” field.
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'I'Est * required entry .
Sh'SlEIII Compliance Audit Information
Compliance Audit ~ July 2019 Wo audits prior to this time period.
Period
B2GNOW  |comiencervat  ossiestenne
e = 5 Number
Home Subcontractor Information
View » Subcontractor RJ LEEPER CONSTRUCTION LLC
Vendor Number 20256097
Search » Subcontractor Tier  Tier 1 subcontractor to HOLDER-EDISON
e FOARD-LEEPERA JV
Certified Vendors
Contracts Audit Information
Concessions

Enter the audit amount for the designated time period. You can attached files or add comments, if necessary.

LT Amount PAID for July 2019 * e
Users
Search Results » » Do NOT enter invoice amount
Message » Payment Date * 111412019
Settings » » ENter payment date if you made a payment for July 2019
» [T multiple payments were made, ener the date of the first payment.

= DT Prompt Payment? * » Select a choice below if a payment amount is reported above
Logoff » "Prompt Pay” means payment within 20 days

Shew All Hide Al

YYes - the subcontractor was paid within 20 days of HOLDER-EDISON FOARD-LEEPER A JV being
paid by City of Charlotte.

Mo - the subcontractor was not paid within 20 days of HOLDER-EDISON FOARD-LEEPER A JV
being paid by City of Charlotte,

/A - we cannot determine if the subcontractor was paid promptly.

Payment Detail Enter details of PAID check numbers {or ACH references) and amounts for July 2019. This information is

optional but will speed up the confirmation process. Payment details are displayed to RJ LEEPER
CONSTRUCTION LLC.

When should | enter a payment into InclusionCLT?

You should enterthe payment once you have released the funds to the subcontractor. Subcontractors should confirm the
payment in the system once they receive the funds from your business. Subcontractors should not report a discrepancy based
solely on the difference of date reported. Please see the image below to see what an audit looks like from a subcontractor's
perspective:
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Confirm Reported Amount? *
o Correct - the amount reported by the prime contractor as PAID to us is correct
Show all ($50,000.00).

options
and fields

1. Payment Date: * (mm/dd/yyyy)

A subcontractor » If multiple payments were received, enter the date of the first payment.

choosing 2. Were you paid in accordance with the organization’'s prompt payment policy? *

“incorrect” on Yes - we were paid within 20 days of the prime being paid.
their audit will No - we were not paid within 20 days of the prime being paid.
N/A - we cannot determine if we were paid promptly.

createa
discrepancy

Incorrect - the amount reported by the prime contractor as PAID to us is not correct.

Final Payment? =
®) No - our work on this contract continues.

Yes - this is our last payment for this contract.
N/A - we have not begun work on this project or we have not been paid yet for our work.
Is Prime Withholding Retainage? *
No
® Yes

How much retainage is being withheld? * $

» Enter total cumulative retainage being withheld the prime contractor.

When do you expect to receive it? (mm/dd/yyyy)

Whatis a discrepancy?
Discrepancies are createdin the system when a subcontractor reports receiving a different payment amount thanthe one you

have reported. Subcontractors may also report a discrepancy if there is not enough information for them to verify that they
received your payment. InclusionCLT will send a notification to your business if a subcontractor reports a discrepancy and the
amount they have reported. You will then be able to check your records and report your original amount as correct, report the
subcontractors' amount as correct, or enter a new payment amount. These notes will be sent over to your compliance officer
for review or intervention. The image below is an example of a discrepancy you would review:
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Select a resolution option, enter comments if needed, and click Save Response. You can respond to this
discrepancy notice once. Further changes must be processed by the compliance officer.

Discrepancy Resolved? The $5,000.00 originally reported by the prime is correct.
*
e The $3,500.00 criginally reported by the subcontractor is correct.

None of the amounts are correct. The amount should be $

Public Comments These comments are visible to the compliance officer and the prime contractor.
Private Comments These comments are visible ONLY to the compliance officer.

Attach File(s) | Attach File |

Confirmation ¥/ Send me confirmation of my response.

‘ Save Response ‘

Managing Discrepancies in InclusionCLT

Contract Managersand the CBI Team are available to help investigate, document and attempt to resolve any logged payment
discrepancies in the system. Any discrepancy that you are not able to resolve with your subcontractor must be reported to
your contract manager for assistance. Please reach out to your contract manager or the CBI Team if you have any questions
about payment discrepancies.

Whatif | did not make a payment to one of my contractors during an audit period?
The system will automatically send you an audit notification for every subcontractor you have added to your contract for each
audit period. Markthe payment as "zero" for any subcontractors you did not utilize for the audit period.

Managing Your Contract(s) for the Long-Term

The main goal of InclusionCLT is to streamline payment information and help Prime Contractors manage their MWSBE Goal.
You will be able to see your goal progress each time you log a payment to an MWSBE subcontractor in the system. Itis
important to reach out to your Compliance Officer if you are nearing the end of your contract and have not completed your
MWSBE goal. Any Prime/Vendor that does not complete their goal is at risk of losing good standing with the City of Charlotte,
and this may affect their ability to receive contracts with the city in the future.
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You now have thetools to access your account, add additional users, complete audits for your business, manage your goal in
the system, manage discrepancies from subcontractors, and manage your MWSBE goal throughout your contractslifecycle.
Below is a graphic detailing the steps to completing your tasks in the InclusionCLT system:

Vendor receives a
contractwith the City of
Charlotteandis givenan

MWSBE utilization goal

Identify scope of
subcontracting
opportunity forcontract
based on MWSBE Goal

Search MWSBE'sinthe
verified vendor database
on the Inclusion CLT
Website

Request Access to system
and Loginto InclusionCLT

Take Vendor Training
Webinar offered by
InclusionCLT

Createa Letter of Intent

stating which MWSBE's

you would like to use for
the coming Quarter

Complete audits by
logging payments to the
subcontractor

Useservices of an MWSBE
Vendor and paythem
using city funding

Log MWSBE vendor into
the InclusionCLT system
as a subcontractoron
your contract

Instruct Subcontractors
on howto createan
accountandconfirm

payments inlnclusionCLT

Reach outto CBI teamiif
you haveany questions!

Additional Resources

Work with Contract
Manager and CBlteamiif
any discrepancies are
logged

Continue audit process
until you have metor
exceeding yourgoal and
reach the end of your
contract

InclusionCLT offers free training webinars (Front Page>> System Training>> Training), City of Charlotte additional InclusionCLT

guides (Help & Support >>User Manual), and support tickets (Help & Support>>Contact Support) for extra support on every
part of the system. Webinars are offered weekly and include a question and answer portion with a live expert on the system.
InclusionCLT (Help & Support >>User Manual) also provides real-time support using their helpline to speak with a training

expert on the system if you have any questions not addressed in the user guide or webinars.

Always use the CBI Compliance Specialist as a resource. Please reach out if you have any questions!
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Current contact information is below.

Arturo Reynoso

CBI COMPLIANCE SPECIALIST - CONSTRUCTION
DEPARTMENT OF GENERAL SERVICES - CITY PROCUREMENT
Charlotte Business INClusion Office

600 East Fourth Street, Charlotte, NC 28202

PHONE: 704.336.7783

MOBILE: 704.577.5745
jorge.reynoso@charlottenc.gov

Michelle Moss

CBI COMPLIANCE SPECIALIST - SERVICES

DEPARTMENT OF GENERALSERVICES - CITY PROCUREMENT
Charlotte Business INClusion Office

600 East Fourth Street, Charlotte, NC 28202

PHONE: 704.432.3303

MOBILE: 828.719.0982

Michelle.Moss@ charlottenc.gov

Summary

Vendors and the work they complete in InclusionCLT are vital to the success of the Charlotte Business Inclusion program. This
system is an invaluable tool in ensuring the city is enforcing diversity and inclusion participation contractual agreements.
Vendors' efforts to maintain accurate and timely information helps the city assure economic development for its certified
minority, women, and small businesses. Thankyou for your dedication and help in assisting the City of Charlotte's certified firms.


http://charmeck.org/city/charlotte/CharlotteBusinessInclusion/Pages/default.aspx
mailto:jorge.reynoso@charlottenc.gov
mailto:Michelle.Moss@charlottenc.gov

